GRADUATE STUDIES

ONLINE ENROLLMENT
PROCEDURE




STEP .~
Admissions Portal

Before you proceed, make sure that your
Admission status is for enrollment.




Admissions Portal

IR T e e e T T

Log in to DLSU-D Admissions Portal:

http: //admission.dlsud.edu.ph/admission/login.aspx

Welcome to DLSU-D Admissions Portal! Admission Account

The DLSU-D Admissions Portal is an online application facility where o student-applicant can fill out Userome (Email address)

j |

opplication form, upload pre-admission requirements, view the result of DQUEx (DLIU-D Qualifying Examn),

Password
and get admission status updates. &
This online application facility also serves as a tocl for providing important information on the student
admission process.

Forgot your password?
The DLSU-D Admissions Pertal account of a studentf-agpplicant shall be used for online application and
admission slot confirmation purposes only. Enter your registered email address and

paossword fo login.
Be a Lasalian, apply today! Don't have an accouni? Register Here



Admissions Portal

Data Privacy for Students
Click here to view the Data Privacy for students.
By clicking on the "Agree” box below, | hereby acknowledge that | have fully read

and understand the contfext of this Data Privacy Statement of the De La Salie
University - Dasmarifias.

For new students, this message will prompt:

1. Read the Data Privacy Statement and click the

[lAgree
checkbox button "Agree"

To proceed with your online enroliment, please re-enter your Admission
Account password then click the “"Proceed to Enrolilment Process™ button.

2. Re-enter your Admission Account password and click
Proceed to Enrollment Process button to continue.

Proceed to Enrollment Process




Admissions Portal

ONLINE ENROLLMENT PROCESS

To continue your Online Enroliment, click Enroliment Link..

my.DLSU-D Portal Account Usernames | sample OI"lly
1. Student Account : 2021% % % % %

Click Enrollment Link to continue the online 2. Guardian Account : G-2021# % % &
enrollment process.

Note :

* To access your my.DLSU-D Portal Account, go to this link. hitps://portal.disud.edu.ph/mydisud/login.aspx

* You can also login using your registered Admission Account email address as yvour username in my.DLSU-D Portal
but this is valid for one semester only.

* Your Admission Account password is the same as your my.DLIU-D Portal password. Change your my.DLSU-D Portal
password for your security.

» The Guardion’'s Account password will be the same as the Student’s Account password.




ol Registration

Register subjects using Student Portal Account.




Registration

WAIVER
az offically ennolled stedent in DUSLHDa=maniias, [ agresd on the following:

1. I am physically, emationally and mentally prepared bo engage in self- directed leaming;

Read the Waiver and click Accept. A s e s - e

nmy study;

i B 1 am willmg to autematically record all the synchronous dasses that [ have attended for
ECademic purposes.

M 1 have read and understood the above walver,




Registration

Read the Enrollment Terms and Conditions
and click Accept.

Please read the Enrollment Terms and Conditions:
With the new enrollment procedure, the following conditions are added for clarification:

1.  Payments will be posted within five (5] working days after payment of at least 40%% during regular
semester and frimester or 50% during summer term. This also holds for late enroliment. Further, only
students wheo accomplish this provision will be considered OFFICIALLY ENROLLED,

2. Dropping of all subjects will entail sending an e-mail to ntromascc@dlsud.edu.ph to process
dropping.

3. Students will print Official Certificate of Registration (COR) anline.

4, Verify with Records Section [(Office of the Registrar) whether or nok you have submitted comgplets
admissicn reguirements, e.g. Permanent Record (Form 137), NSO Cartified Birth Certificabes, etc. Please do
this anytime this semester,

5. Please use our ONLINE INGQUIRY FACILITIES from 8:00 AM bo 4:00 PM: DLSU-Dasmarifias Office of
the University Registrar Facebook Page.

6. Please be informed that temperary unholding of portal account is being implemented for you to
access the enrollment systam this term. Please take note that afber enrcliment is done, your portal account

status will return to on held. Status wil only be deared once the accountability is settled with the respactive
office/department.

B 1 have read and understood the above terms and conditions.

Decline



Click the Registration button.

e

istration

No Announcement |

A

B.

OMLINE ENROLLMENT
1: Pre-reqgistration and Reqistration
Students should register online on the date specfied by the Office of the Registrar.
v 13 Printin ign ipt,
Students shall print confirmation receipt after subjects have been registered.
3 Payment of Fees
Pay current fees through banks, other payment centers indicated below and online credit card payment at OnE. Payments will
be posted within five (5) working days. In case your transaction is not yet posted wihtin five (5) working days, please verify through
email at tas@dlsud.edu.ph.

ate n
Students shall print COR online.
5 I validation

IDs of officially enrolled students will be automatically activated and ready to use on turnstiles,

4

ADDING/DROPPING
1. Be sure that online enrolment has been finalized.
2. Wait until the previous transaction is posted. Students can add/drop/change their subjects and schedules during the adjustment period.
3. The Enrollment System allows up to the third transaction only. Students shall print their latest COR after the enrollment period.
4. For4™ and there after transaction, the student shall follow these steps:
¥ The student may send an e-mail to the Associate Dean for hisfher intention to add/drop subjects using this format:

Name of student:

Student Number:

Program Code:

Reason for adding/dropping:

Subjectfs to add (coursecode, section code, units, schedule):

Subjectfs to drop (coursecode, section code, units, schedule):
> Schedule of subjects to be added/dropped are available online and in real time.
» Go to Office of the Registrar (Counter 1) for encoding of subjects.

LATE ENROLLEES

1. Register online,

2. Print Confirmation Receipt.

3. Payfess.

4. Print official COR online.

5 There vnl':sbg no ID validation at the Office of the Registrar. IDs of officially enrolled students will be automatically activated and ready to
use on turnstiles,

Home | Profile | Curriculum | Grades |

COLLEGE (SEM)

L) Change
Password
Logoyk

First Semester, SY 2020-2021
-"-3 Pre Registration
Registration

|S#| Petition a Subject

Payment

@ Subject Inaguiry

Need Help

EI OnE Manual

EI Contact Us

©] FAQ

1] FB Account
Comment




Registration

Registration
Date Posted: f-::l‘.rﬂ;
Class ID Emr-.ll:el:,ndz Saction Code | Course Title . Units | Available Slot
PHILOSOPHICAL,
SOCTOLOGICAL, AND
210 GREM200 EGD1 PSYCHOLOGICAL 300 |24
FOUMCATIONS OF
o EDIACATION
To add subject: Plok Schese
From  Subject/Class  Offering, type the

coursecode or course title in the search box and
click OK button.

In the Class ID column, click the class ID of the anDPevCaLORIEAL T 340 25

. . . FOUNDATIONS OF EDUCATION
subject to view the schedule, then click Add 217 |GREMA2 [EGD1 | METHODS DF RESEARCH 300 |20
° HiS |GREM2IZ |EGOZ METHODS OF RESEARTH 300 |20
Subject button. O P I T T B
HIE |GREME1S |EGDH THESTS WRTTING G.00 |00

. . R = CONTEMPORARY TSSUES IN PHYSICAL

If the subject was successfully added, it will i e sl L D T s

CLURRTCLULL DEVELOPMENT IM

E

e R e st PHYSICAL ECUCATION s
£ 5 = THEORY AMD TECHRIQLES IN

L e i o TEACHING D&NCE

X = SUPERVISED INTERNSHIP IN PHYSICAL
E ]
2936 |GREF2LID (EGDL =LLCATION 300 |25

#3] |GAFL2D0  |EGDL FORETGH LKWGELAGE Im0 |35
12

appear in My Current Subject/s.

I0 |25

[Z2810] GREMZ00 Added successfully.




Registration

To remove subject:

From My Current Subject/s in the Class ID column,

click the class ID of the subject you want to
remove, then

Click the Remove Subject button to remove the
subject.

Registration

Trans No. 1
Date Posted: [Date Posted]

Class ID | Course Code | Section Code | Course Title Units | Available Slot| | Class ID From To Room Days
GREITZ02 SGO1 966 0 0

CONTEMPORARY

ISSUES AND
967 GRES223 5G01 DEVELOPMENT TN 3.00 | D

ENVIROMMENT

Plot Schedule
Remove Subject |

Intensive Units: 0.0 :Non Academic Units: (0.0)
Total Units: 6.00 Max Units Allowed: 13 Deload Units: 0
Search CourseCode/Title | || OK | | Advance Search

Register

‘NOTE: The schedule may change without prior notice. Failure to register on or before the cut-off date means forfeiture of your reserve slots.



Registration

Registration
Trans Mo. 1
Date Posted: [Date Posted]
Class ID | Course Code | Section Code | Course Title Units | Available Slot
966 GREBI202 5G01 BIORESEARCH 3.00 |0
Plot Schedule
‘Intensive Units: 0.0 Non Academic Units: (0.0)
Total Units: 6.00 :Max Units Allowed: 13 Deload Units: 0
From My Current Subject/s, check if all the e — e m——
subjects that you want to enroll were already
added, then click the Register button to finalize T ] T T T e

ID |Code ol Course Title Units

the adding and dropping of subjects. 365 |Grez02_|saut | moResEmRcr 500 [0

PHIL. ENVIROMMENTAL

965 0 0

965 GREN222 SGO1 LAWS / POLICIES 300 1
CONTEMPORARY ISSUES AND
E e B e DEVELOPMENT IN ENVIRONMMENT g

|

ér'-IDTE: The schedule may change without prior notice. Failure to register on or before the cut-off date means forfeiture of your reserve slots.

View Posted Trans 1 | Trans 2 | Trans 3



Registration

1. Read the reminders then check | have read and
understood the above reminders.

2. If you wish to pay through accredited payment
centers or at school's Accounting Office, click Print
Confirmation Slip to print the Confirmation
Receipt.

3. If you wish to pay online, print the Confirmation
Receipt before you click Proceed to payment.

1, Regular students or those who did not incur any academic defidency, are advised to enroll in block sections;

2.  Students are not allowed to remove all their subjects via OnE. Contact the Registrar's Office for inguiry;;
3.  Dropping subject/s{Mo Refund Period) are not covered by OnE. Contact the Registrar's Office for inquiry;
4, Failure to enroll on or before the cut-off date means forfeiture of vour reserved slots;

5.  Only graduating students may be given an overload. Contact the Registrar's Office for inquiry;

I have read and understood the above reminders.

Mote: Please print the Confirmation Slip before proceeding to payment.
Please use vour student number when paying your tuition fee,

Print Confirmation Slip

) Credit Card

() sm Bills Payment (Cavite area only)
() Bank (BFI/UnionBank/Metrobank)
() DLSU-D Cashier

Proceed to Payment




Registration

Online Enrollment
Confimation Receipt
SemiTerm: First SY¥: 2030 - 2021
Student Mo.: 201532662 TramsMNeo.: 1
Mame: DELA CRUT, JUWH
Program Code fYear Level /Section: GPHLL
Drabe Registered: B/14/2020 12:4%9:52 PM
Total Assessment: P 5, 575.50
Upon Enrallment: P 3,830.00 (40%)
1MGGI00C093FBA9575509118141236P
Enrollment Procedure for Graduate Studies:
1. Regicter suliects on OnE. [usual regestration procesc)
2, Prinl Comfirmation Receipl.

3. You may alsa pay theowgh owr aconedited payment conters indicated belaw or onlime credit cand payment al OnE. Make
sure hat e 10 rumber indscated in the depositypayiment slip i aomecl, otherwige, your peyment may nol Be posted.

Papmenl Cerilers:
BPT Bills Paynent Unian Bank Blls Payment
Metrobiank Gills Payiment 5 Gills Payment (Cavite Area Only)

4. 'Wail for ywour rarsaction b be posted within hee (5]} woking days alter your payment date. In caseé your ransaclion is mat
el posbed after five [5) days, plesse verily through emeail 21 tsidlsad edu.ph
5. Print oMcial copy of Certificate of Ragistration [COR) online.

Sample Confirmation Receipt REMINDERS:

1) Only tuiticn fee assescnent shall be paid ab the accredited payment centers, pement ofber than tullion lee @.g. dorm,
Loadrs, e, shall = paid at Cownters 14 o 16
2) DLSU-D s accepting credit card payment for ltion fee asessiment only. Other fees such as domitory, bows & others is
not allvesed thnoaegh oredit cand.
3 Full papnent ugon enrdliment & entithed to 4% rebabe on tuition fes only o be oedited (o the et semesters enrollment.
4 For instaliment basis, autstanding balances showd be paid before madtenm o saeid penalties.
(Mor dotals, pesse reler o Guidaelnes on the Application of Tuition Fee Rabate amd Surchange Faeg)
- Surcharge will be appliied on he tolel unpaid belance after day ome (1) of e midlerm examination period.
- The maxirum surchange fee will e 5% and shall be comgutesd =5 folloss:
- 3% after day 1 of madbéermm examinalion pemod up bo the &8t day of linal excamination;
- 4% after the last day of final exarminstion up o the last day of term break; and
- 5% from the opening day of the new term (Semester or sumrnes) until ful seftlement af the aciount.
5. Tuborial fee shall be colleded for Witorial subjes.

Payment Scheme:
1. Full payment upon enralifment
2. Installment [For Pagular Semesier amd Trimester)

2. 0% Due vpon enmliment ba. For surmer enrellimsan:
30%: Due on or before Predim Exam 5079% Do upon enrollimant
30% Do on or befiore Midierm Exam 509 Duwe on ar balore Madtenm Exam

Lt day af Payment: 0971272020



2P Payment

Payment Options:

1. Online credit card payment through DLSU-D portal
2. Accredited payment centers
3. DLSU-D Accounting Office




Payment Option 1: Online Credit Card Payment

Online Credit Card payment thru
DLSU-D student portal account -
BDO Gateway.




Step 3.1 Online Credit Card Payment

1. Choose Payment Description.

2. If the amount you wish to pay is higher than the
minimum required, please input the amount.

3. Click Next.

Instructions: hide

1.1. Register your transaction before proceeding to payment.
1.2: Choose payment description.
1.3: If the amount you wish to pay is higher than the minimum amount required, please input amount.

1.4: Click next.

Credit Card Payment for Tuition Fee

Payment Description | UPON ENROLLMENT v |
| 20573/ {00 |

Amount in PHP

Note: Only those with registered transaction can pay using this system.
Do not use a peso sign or a comma in the amount field.




Step 3.2 Online Credit Card Payment

De La Salle University Dasmarifias

Transaction Details

Order Info number: 36816
Amount PS00.00

Plesse read and accept the terms and condifions b

1. Read the Terms and Conditions.

2. Click the checkbox button.

Section 5 FINANCIAL INFORMATION (Based on Student Handbook 5Y 2010-2014)

3. Click Pay Now. SPR—

Stwdents should transact at the transaction area at counters 11 & 132 for the following:

hasessment of fees

Request for Statement of Account
Examination permits

Request for refund of excess payments [
Student clearance

5.2 Enroliment / Payment of Fees it
L [

0 | hawe read and accept the terms and conditions

Sezsa take nobe of the Order Info number Tor foiura refananca



Online Credit Card Payment

masterpass >

Learn More

Choose and click the logo of your credit card.

a 2005218 Mastercard



Step 3.4 Online Credit Card Payment

[%' VISA: Youhave chosen VISA as your method of payment. Please enter your card details into the form below and click "pay” to complete your purchase.

2. Wait for confirmation. Card Number = 12348678
Expiry Date :: |04 / |20 month/year
Security Code :: 123 il he 3 digits after the card number on the signature panel of your card.

e Payment transaction will be posted within 3 working
days. In case your payment is not yet posted after 3

working days, please verify with the Accounting @

Office if your payment has been received. g

Purchase Amount :: PHP P500.00

I hereby authorise the debit to my VISA Account in favour of DLSTU DASMARINAS



Payment Option 2: Accredited Payment Centers

Accredited Payment Centers

1. SM Bills Payment (Cavite area only)
2. Bank Payment (BPI, UnionBank, Metrobank)

o Account Name: De La Salle University-Dasmarinas
o Reference Number: Student ID Number

& Metrobank

e Present the Confirmation Receipt upon payment.

e Make sure that the ID number indicated in the deposit slip is
correct otherwise, your payment may not be posted.

e Payment transaction will be posted within 3 working days. |n
case your payment is not yet posted after 3 working days, please
verify with the Accounting Office if your payment has been
received.



Payment Option 3: DLSU-D Accounting Office

Present the Confirmation Receipt upon payment to
Counters 14, 15, or 16 of the Accounting Office
(Ayuntamiento de Gonzalez Building).

Online Enroliment
Confimation Receipt
SemifTerm: Fist 5¥: 2000 - 2021
Student Mo.: 201832662 TransMo.: 1
Mame: DELA CRUT, JUAH
Program CodeMYear Level /Section: GPH11
Date Registered: Bi14/2020 12:49:52 PM
Total Assessiment: F9,575.50
Updri Enrallmsent: P 383000 [40%)
1MGGI0OC0O93FBA9575509118141256P
Enrollment Procedure for Graduate Studies:
1. Reagisler subjects an Ont. [usSwal regeiration process),
2. Print Comfirmetion Receipl.

3. You mdy alsa pay throwgh ouwr acoredited payment centers indicated belaw ar onlise credit cand payment gl OnE, Make
sure fhat the 1D number inmScated in the depositfpayment slig S oorrech. ofherwise, wour payment may not e posbed_

Pagrment Cenbers:
BPT Bills Payrment Umian Bank Blls Papment
Metrobarnk Blls Payrent 5M Bills Payment (Cavite frea Only)

4. Wait far your trarsaction ba be posbed withian Thee (5] warking days alter your payrent date. In case your rensscion is mat
el posted aler iwe [5) days, plaasa verily through ernail st tasddlaad adu.ph

5. Print official copy of Certificate of Registretion [COR) online.

REMIMNDERS:

1) Oinly tuiticn fee acsescment shall be paid ab the accredited papment centers, peprient ofher than tuiltion lee @.g. dorm,
toairs, e, shall be paid at Countars 14 [o 16
2) DLSU-D s aorepling credl card paymrent for ultion fee assessment only. Other fees such as domibory, tows & others is
it o throwgh onedit card.
3) Full paypment upon enrodliment = entitled b 4% rebabe on buition fee only b be onedited to thee peod Samester's anrollment.
4) For instaliment besis, oulstanding balamoss shauld b paid before mdtenm {o avoid penallies.
[for datals, plesse e o Guidelnes on e Application of Tuition Fee Rebate amnd Surchange Faeg)
- Surcharge will be applied on the totel umnpaid balance after day one (1) of the midierm examination period.
- The: maximuim surcharge fess wil be 5% and shall be compubed &5 folloss:
- 3% after day 1 of wadterm examinztion peiod vp bo the st day of linal examination;
- 4% after the last day of final exarmination up Do he last day of term break; and
- 5% frowm Ehe ogening day of the new term (Semester or sumrmeny il ful seitlement of the aotount
5. Tubornial fee shall be colledied for Witdrial subjeds,

Payment Scheme:
1. Full payment upon enraliment
2. Instaliment [For Pagular Semester and Trimester)

2. 0% Due upon ennmlliment . Far surimer enrsllimant:
0% Dwe on or befiore Predim Exam 5079 Duwe upon enrollinént
30 Duwe on or before Midierm Exam 509% D on o Belore Madierm Exam

Lt day of Pesment: 0971272020



STEP

enerate Certificate of Registration (COR)

Home | Profile | Curriculum | Grades |

Step 2 of 2: Print Confirmation/New Transaction

Instructions: hice COLLEGE (SEM)
2.1: Resd the remindars below and chadk the "L have read and understood the above reminders™ dheckbo, than
2.2 Oick "Print Confirmation Slip” link o show confirmation slip. ] Change
T Chenge SubjecySchedulelor pasted transaction): Pasawiord
2.3: Oick "New Transaction” link 1o change subjedfschedule. Aol
[You are abowed up bo 3 ransaction [Trans 3]) e
2.4: For queries, please proceed to Counter 1 of the Registrar's OMice. Last day of Regstration: 09/11/2020.
MOTE: The above schedule/fee may change withoul pricr notice. Failure Lo pay on o before the out-olf dabe means Momeliure of your reserve shols, ! .
Please da not forget b LOGOUT before leaving this sive, GRrill
201932682
Registration
Dale Posted: 871472020 12:51:18 PM Trams Mol Firsl Semedter Y 2030-2021
Class ID | Course Code | Sect Code | Course Title Units | From |Te | Days | Room
P L 1AL S ICAL F LT | Pre Registration
2310 EREMID0 et PHILOSOPHICAL, SOCIOLOGICAL, AND PSYCHOLOGICAL FOUNDATIONS OF 100|700 |iooals lf_."'N_I“le &g
EDLUICATION LEC
Print Official COR | Plot Scheduile @ W gatriton
. . Trbensve Uik, B Fhion Aeaderic Linits: (0,00 Petiticn & Sulsject
Once payment has been posted by the Accounting Office Toaitnes 300 e hioms o oo §
I Payrment

| IE Subject Inquiry

generate COR from student portal account. — —

Tuilian 3454.50
Misc 3350.00 P 3,830.00 [40%:)

ll:ll.hrf 377100 | Need Help

Total: P 9,575.50

|_ | OnE Manual
1. Regular students or these wiho did ot incur any academic defidency, are advised to enroll in block sections; e |§| Contact Us
2. Students are nol alowed 1o remove all their subjects via OnE.  Conlact the Registras's OMice lor inguiry; @ FAQ
1. Dropping subjecsNo Refund Period) are nol covered by OnE. Contact the Registrar's OfTice for indguiry; IE‘ i
4. Faiure o enroll on o before the cul-off date means forfeiture of your reserved dols;
Comment

5. Only graduating shudents may be given an overload. Contact the Registrars Ofice for inguiry;

Contact the Regisirar's Ofice for inguiry

D I have read and understood the above reminders.

View Posted Trans 1 | Trans 2 | Trans 3




